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             STANDARDS FOR ADULT DAY SERVICES IN VERMONT 
 
I. Definition and Goals of Adult Day Services 
 

A. Definition:  Adult day services are community-based non-residential services 
designed to assist adults with physical and/or cognitive impairments to remain as 
active in their communities as possible by maximizing their level of health and 
independence and ensuring their optimal functioning. Adult day centers provide a 
safe, supportive environment where participants can receive a range of 
professional health, social and therapeutic services.  Adult day services also 
provide respite, support and education to family members, caregivers, and legal 
representatives.   

 
 B. Adult day centers shall meet the following goals: 
 

1. Foster respect, dignity, and a sense of well being for the individual being 
served.   
 

2. Respect individual rights, strengths, values, privacy, and preferences, 
encouraging individuals to direct and participate in their own plan of care 
and services to the fullest extent. 

 
3. Promote the individual’s optimal level of independence in a community-

based setting. 
 

4. Maintain and, where possible, enhance the individual’s present level of 
functioning as long as possible, preventing or delaying a more restricted 
life style. 

 
5. Foster the development and maintenance of social skills and interaction. 

 
6. Promote support, respite and education services for family members, 

caregivers, and legal representatives.  
 

7. Serve as an integral part of the community service network. 
  
II. Certification Process for Adult Day Centers 
 

A. Initial Certification:  In order for an adult day center to become certified to 
provide services through Department-administered programs in accordance with 
the Policy on Adult Day Funding, the center shall meet the Vermont Standards for 
Adult Day Services as outlined in this document.  Certification by the Department 
also fulfills the Centers for Medicare and Medicaid Services (CMS) definition of 
“state certified” in regards to the eligibility criterion for Medicare beneficiaries.  
The certification process is as follows: 
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1. New adult day centers shall contact the Department to schedule an initial 

certification visit. 
 

2. The Department shall complete a site certification assessment form after 
the visit, citing standards as “met” or “unmet”. 

 
a. If all standards are met, the adult day center shall be certified. 

 
b. If any standards are unmet, the application for certification shall be 

denied.  The program may bring the unmet standards into 
compliance and reapply for certification. 

 
B. Maintaining Certification:  An adult day center must continue to comply with the 

Vermont Standards for Adult Day Services for certification to remain in effect for 
up to one year from the effective date or until the time of the next state 
certification review. 

 
1. The Department shall perform an unannounced site certification review at 

previously certified adult day centers at least once a year.   
 

2. The Department shall complete a site certification assessment form after 
the visit, citing standards as “met” or “unmet”. 

 
3. If any Standard is unmet, within 25 working days the adult day center 

shall develop and submit to the Department a plan of action, including 
timelines for completion, to comply with all of the Standards for Adult 
Day Services in Vermont.  

 
4. If the plan of action is not accepted in full, the adult day center shall 

submit a revised plan within 15 working days.    
 

5. If the revised plan of action is not accepted in full, the Department may 
take one or more of the following actions: 

 
a. Withhold State-funding monthly and/or base payments (for those 

adult day centers that receive state funding). 
 

b. Suspend Certification. 
 

c. Revoke Certification. 
 

6. The Department may perform an unannounced site visit at any time to 
verify that the center is operating in compliance with the Standards for 
Adult Day Services in Vermont. 
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7. Current certificate of certification shall be publicly displayed at the adult 
day center. 

 
8. An announcement stating that the annual site certification assessment is 

available to the public upon request shall be posted next to the current 
certificate of certification. 
 

III. Governing Body 
 

A. An adult day center shall have a governing body. 
 
B. The governing body shall hold the full legal authority and responsibility for the 

operation of the adult day center.   
 

C. A governing body membership list shall be kept on file at the center and shall 
include the names, addresses, and telephone numbers of the governing body 
members. 
 

D. The governing body shall be responsible for developing philosophy and mission 
statements that reflect the needs of the participants and their family 
members/caregivers/legal representatives as well as the care and services the 
center is committed to providing.   

 
E. The governing body shall meet at least quarterly.  Agendas and minutes shall be 

on file at the adult day center to verify times, content, and attendance for each 
meeting. 

 
IV. Quality Assurance Process:  A quality assurance process shall be in place to assess, 

monitor, and improve the quality of the program and the services provided on an 
ongoing basis, including compliance with the Standards for Adult Day Services in 
Vermont and the Home Based Medicaid Waiver Policies and Procedures. 

 
A. The quality assurance process shall include a quality assurance and improvement 

committee. 
 

1. The adult day center shall maintain a quality assurance and improvement 
committee consisting at a minimum of persons responsible for 
administration, program coordination, health coordination, social work, 
and activities coordination, or their designees. 

 
2. The quality assurance and improvement committee shall meet at least 

quarterly.  Minutes shall be on file at the center to verify times, content, 
and attendance for each committee meeting. 

 
B. The quality assurance process shall include an annual program evaluation. 

 



4 

1. The center shall have a written plan for an evaluation of its operation and 
services.  The plan shall include the timetable for initiating and completing 
an annual evaluation, the areas to be addressed, and the methods to be 
used in conducting it. 

 
2. The parties to be surveyed in an annual evaluation shall include, but not be 

limited to:   
 

a. Governing body members. 
 
b. Program staff. 

 
c. Participants. 

 
d. Family members/caregivers/legal representatives of participants. 

 
e. Other community agencies/organizations. 

 
3. The annual evaluation shall focus on the extent to which the center is: 
 

a. Fulfilling the mission statement. 
 
b. Providing quality services to the participants and their family 

members/caregivers/legal representatives. 
 

c. Ensuring consumer satisfaction. 
 

d. Operating efficiently and effectively. 
 

e. Coordinating and collaborating with the rest of the community 
service network. 

 
4. Annual written summary report 
  

a. An annual written summary report of the program evaluation shall 
include the results of section 3 above from all parties surveyed, 
with a plan including goals and objectives to further strengthen 
and/or improve program quality based on these results over the 
upcoming year. 

 
b. A copy of the annual written summary report shall be kept on file 

at the center. 
 

c. An announcement stating that the written summary report of the 
annual program evaluation is available to the public upon request 
shall be posted next to the current certificate of certification. 
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V. Staff:  The following section applies to persons employed full-time or part-time by 

the adult day center. 
 
A. There shall be a written, dated job description for each staff position that specifies 

at least: 
 

1. Qualifications for the job. 
 
2. Job responsibilities. 
 
3. Line of supervision. 

 
B. An adult day center shall have a qualified administrator and/or program 

coordinator who is responsible for meeting and maintaining continual compliance 
with the Standards for Adult Day Services in Vermont and all relevant federal, 
state, local or municipal laws, regulations, policies, and/or procedures.   
 
1. Administrator 

 
a. An administrator shall have the following minimum qualifications:   
 

1. A Master’s Degree with 1 year supervisory experience and 
preferably with 1 year fiscal management experience; OR  

 
2. A Bachelor’s Degree with 3 years supervisory experience 

in a social or health service setting and preferably with 1 
year fiscal management experience; OR  

 
3. Comparable technical and human service experience, fiscal 

management experience, and demonstrated competence as 
a manager, preferably in a health or human service setting. 

 
b. Job responsibilities of an administrator shall include, but not be 

limited to fiscal management and development, coordination, 
supervision, and evaluation of services provided by the adult day 
center. 

 
c. Depending on the organizational structure of the adult day center, 

the same individual may fulfill the administrator and program 
coordinator positions.  In this case, the individual shall have the 
minimum qualifications for the administrator. 

  
2. Program Coordinator 
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a. A program coordinator shall have the following minimum 
qualifications:   

 
1. A Bachelors Degree in health or social services or a related 

field, with 1 year supervisory experience in a social or 
health service setting; OR  

 
2. Comparable technical and human service training with 

demonstrated competence and experience as a manager in a 
health or human service setting. 

 
Job responsibilities of a program coordinator shall include, but not be 

limited to organization, implementation, and coordination of the 
daily operation of the adult day center in accordance with 
participants’ needs and any mandatory requirements under the 
direction of the administrator. 

 
C. Staff Presence 

 
1. Definitions of staff 
 

a. Administrative staff are those staff who are not actively involved 
with the participants, are not immediately available to meet 
participants’ needs, but who do provide resources and support to 
direct service staff, and who may or may not work on site. 

 
b. Direct service staff are those staff who work on site, are actively 

involved with the participants, and are immediately available to 
meet participants’ needs. 

 
c. Dual-role staff are those staff who provide direct services to 

participants as well as provide resources and support to direct 
service staff.   

 
2. Staff-participant ratio 

 
a. During hours of operation, there shall be a sufficient number of 

responsible persons to safely meet the needs of those participants 
present, including one full or part-time staff member.  The direct 
services staff-participant ratio shall be a minimum of one to seven. 

 
b. As the number of participants with functional or cognitive 

impairments increases or the severity of the impairment increases, 
the direct services staff-participant ratio shall be adjusted 
accordingly to meet the needs of the participants. 

 



7 

Paid program consultants and contractors, persons working under agency 
contract, and volunteers may be included in the direct staff-
participant ratio only when they are performing the direct service 
job tasks and responsibilities defined in a job description and meet 
the qualifications necessary to fill that position. 

 
3. On-site supervision:  A qualified staff member shall be designated to 

supervise the center in the absence of the person responsible for 
administration/program coordination. 

 
D. Adult day staff dedication in a shared facility   

 
1.   Any adult day center that shares a facility with another type of program or 

service (I.e. a nursing home, residential care home, or senior center) shall 
have dedicated staff with hours that are committed to the adult day center 
only.   

 
2. Documentation shall be kept to verify which staff are committed to the 

adult day center and how many hours they work in the adult day center on 
a daily basis. 
 

VI. Paid Program Consultants or Contractors:  The adult day center shall maintain a 
written contract or letter of agreement on file at the center for each paid consultant 
or contractor providing direct participant services.   

 
VII. Agency Contracts:  The adult day center shall maintain a written contract on file at 

the center with each agency in which at least the following components are included: 
 
A. Responsibilities and/or services to be provided. 
 
B. A statement indicating the estimated (anticipated) time commitment (hours/week, 

duration) as applicable. 
 

C. Assurance that the agency shall provide persons with the appropriate 
qualifications or licensure to provide the services outlined in the written contract. 
 

D. Designation of the responsibility for the following to either the agency or the 
adult day center: 
 
1. Compliance with all required Agency of Human Services policies. 
 
2. Completion of adult abuse registry checks. 
 

 3. Completion of criminal background checks. 
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VIII. Program Administration 

 
A. Written personnel policies shall be adopted and shall be on file at the adult day 

center. 
 
B. Documentation shall be on file at the center showing that all staff currently meet 

the minimum qualifications needed to qualify for their jobs. 
 
C. An adult day center shall comply with the mandated reporting of abuse, neglect, 

and exploitation pursuant to Vermont State Law. 
 

D. Abuse Registry Checks 
 

1. An adult day center shall conduct abuse registry checks through Adult 
Protective Services, Division of Licensing and Protection. 
 

2. Abuse registry checks shall be performed for: 
 
a. Persons employed full-time or part-time by the adult day center. 

 
b. Paid consultants or contractors who provide direct services to 

participants. 
 

c. Persons working under agency contract who provide direct 
services to participants. 
 

d. Volunteers who provide unsupervised direct participant services. 
 

3. An adult day center shall not employ an individual whose name appears 
on the Vermont Adult Abuse Registry.    
 

E. Criminal Background Checks  
 
1. An adult day center shall conduct criminal background checks through the 

Vermont Criminal Information Center. 
 

2. Criminal background checks shall be completed for: 
 

a. Persons employed full-time or part-time by the adult day center. 
 

b. Paid consultants or contractors who provide direct services to 
participants. 
 

c. Persons working under agency contract who provide direct 
services to participants. 
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d. Volunteers who provide unsupervised direct participant services. 

 
F. Orientation Policy 

 
1. An orientation policy shall be developed and implemented for the 

following:  
 

a. Persons employed full-time or part-time by the adult day center. 
 

b. Paid consultants or contractors who provide direct services to 
participants. 
 

c. Persons working under agency contract who provide direct 
services to participants. 
 

d. Volunteers who provide unsupervised direct participant services.  
 

2. Documentation of orientation training provided to the individuals listed 
above shall be on file at the adult day center. 

 
G. Training Policy  
 

1. A training policy shall be developed and implemented for all persons 
employed full-time or part-time by the adult day center.  Staff shall 
possess skills, education, and experience to serve the population in a 
manner consistent with the philosophy of the adult day center.   

 
2. Amount of staff training 

 
a. For each direct service staff, a center shall provide a minimum of 

12 hours of training per year that will build his/her capacity to 
provide quality adult day services. 

 
b. For administrative staff, a center shall provide training as 

necessary. 
 
c. For each dual-role staff, a center shall provide a minimum of 12 

hours of training per year and additional administrative training as 
necessary. 

 
3. Documentation of staff training shall be kept on file at the adult day center 

to verify the topic, the number of hours, and the attendance. 
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IX. Program Policies:  An adult day center shall comply with all applicable State and 
Federal laws and regulations, including all applicable Vermont State Agency of 
Human Services policies.  In addition, an adult day center shall develop, implement, 
and have the following policies on file at the center reflecting current practice.  If 
the adult day center is part of a larger organization, adult day specific policies shall 
be in place.  These policies shall be made available upon request to the public. 
 
A. A smoking policy for staff and participants that is in accordance with Vermont 

state law.  This policy shall be posted in a public place in the adult day center.  
 
B. An infection control policy that outlines how the center will provide a safe, 

sanitary, and comfortable environment and to help prevent the development and 
transmission of disease and infection, including blood born pathogens and using 
universal precautions. 

 
C. An emergency evacuation plan.  This plan shall be posted in a public place in 

the adult day center.   
 

D. A policy addressing conflict of interest and the appearance of conflict of interest. 
 
E. A records retention policy. 

 
F. A policy regarding the confidentiality of participant records. 

 
X. Participant Policies:  An adult day center shall comply with all applicable State and 

Federal laws and regulations, including all applicable Vermont State Agency of 
Human Services policies.  In addition, an adult day center shall develop, implement, 
and have the following policies on file at the center reflecting current practice.  The 
policies in this section and any subsequent revisions made to them shall be 
submitted to and approved by the Department.  Upon enrollment, every participant 
and/or his/her family member/caregiver/legal representative shall be informed of 
and provided a copy of all of the policies in this section in a format or language they 
can understand.  A signed acknowledgement of the receipt of these policies shall be 
on file in each participant’s file at the adult day center.  These policies shall be made 
available upon request to the public. 
 
A. A non-discrimination policy shall state that no individual shall be excluded from 

participation in or be denied the benefits of the adult day center by reason of age, 
disability, race, gender, sexual orientation, religion, or national origin. 

  
B. A participants’ rights policy shall include, but not be limited to, the rights outlined 

in this section.   A participant bill of rights shall be posted conspicuously in a 
public place in the adult day center. 

 
1. The right to be treated as an adult, with respect and dignity. 
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2. The right to participate in a program of services and activities that 
promotes positive attitudes about one’s usefulness and capabilities. 

  
3. The right to participate in a program of services designed to encourage 

learning, growth and awareness of constructive ways to develop one’s 
interests and talents. 

 
4. The right to be encouraged and supported in maintaining one’s 

independence to the extent that conditions and personal circumstances 
permit, and to be involved in a program of services designed to promote 
personal independence. 

 
5. The right to be cared about in an atmosphere of sincere interest and 

concern in which needed support and services are provided in accordance 
with the individual plan of service. 

 
6. The right to privacy and confidentiality. 

 
7. The right to be free from chemical restraints and unnecessary mechanical 

restraints. 
 

8. The right to self-determination to the maximum extent possible through 
informed consent.   
 
a. Self-determination is defined as a participant's right to choose the 

lifestyle, residence, medical care, and support services which best 
meet his/her individual needs and wishes. 

 
b.   Informed consent is defined as a process by which a participant or 

a participant's legal representative makes choices or decisions; 
including the right to accept or refuse services.   

 
1. An adult day center shall support the participant or the legal 

representative in making choices or decisions by providing 
information about the possible options, and the potential 
consequences of these options.  To participate in this 
process, the participant and/or the participant's legal 
representative must be mentally competent and able to 
understand the potential consequences of the decision, free 
from any coercion, and fully informed about the options 
and their potential consequences. 

 
2. An adult day center shall support a participant's informed 

choice regarding life, liberty, and the pursuit of health and 
happiness, unless the participant's actions or decisions put 
other persons at risk of significant harm. 
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3. When a participant is capable of making informed choices, 

an adult day center shall support his/her right to be 
involved in decisions about the types and volumes of 
services he/she will receive. 

   
C. An enrollment policy shall include the following: 
 

1. Participant eligibility criteria.  
 

2. Prioritization Policy 
 

a. The prioritization policy shall describe how a center will prioritize 
requests for hours of service from new enrollees and/or to enrolled 
participants who have requested additional hours. 

 
b. Adult day centers shall make every reasonable effort to serve first 

those applicants most at risk of institutionalization, while 
balancing the needs of other participants and the ability of the 
center to meet the applicant's needs. 

 
c. The prioritization policy may not discriminate based on age, 

disability, race, gender, sexual orientation, religion, or national 
origin. (See non-discrimination policy in section A above.) 

   
Maintain a waiting list as appropriate, including the date of placement on 

the waiting list and anticipated source of reimbursement. 
 

3. Procedure for enrolling a new participant.   
 
D. An advance directive policy shall state that upon admission, an adult day center 

will explain the participant’s right under state law to formulate, or not to 
formulate, an advance directive.   

 
E. A medical emergency policy shall be posted in a prominent place which is readily 

visible to staff.  The medical emergency policy shall include: 
 
 1. The requirement to call 911 in case of a medical emergency. 

 
2. The requirement for the center to have a portable basic emergency 

information sheet and release of information for the hospital and 
ambulance on file for each participant.   

 
3. The requirement that the portable basic emergency information sheet and a 

release of information for the hospital and ambulance shall accompany 
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each participant when s/he leaves the center for any reason, including but 
not limited to a trip to the hospital or any center-sponsored event. 

 
F. An adult day center shall have the capacity to administer medications to their 

participants.  A medication management policy shall describe a center’s 
medication management practices with due regard for state requirements 
including the Vermont State Nurse Practice Act.  At a minimum, the policy 
shall cover the following: 

 
1. Staff shall only assist with or administer prescription medication or over-

the-counter pain medication for which there is a physician’s written order. 
 
2. An adult day center shall provide medication management under the 

supervision of a registered nurse or a licensed practical nurse under the 
direction of a registered nurse.   
 

3. An adult day center shall ensure that a participant’s medications are 
reviewed by a registered nurse upon enrollment, every six months, or 
more frequently as significant changes occur to ensure that all participant 
medications have either a supporting diagnosis or health problem. 

 
4. All medicines shall be labeled in accordance with currently accepted 

professional standards of practice.   
 
5. A participant may self-administer medication, however the medication 

must be stored by the adult day center. 
 
6. All prescription and over the counter pain medications that participants 

bring to the program are: 
  
 a.  Stored in an area specifically designed for medications. 
 

b. Stored in a secure area. 
 
c. Stored in an area separate from the program’s activity areas. 

 
d. Stored in an area that has appropriate temperature control. 

 
7. An adult day center shall have written procedures for disposing of 

outdated or unused medication, including designation of a person or 
persons with responsibility for disposal. 

 
8. If a participant requires medication administration, unlicensed staff may 

administer medications under the following conditions: 
 

a. There is a physician’s written order on file. 
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b. A registered nurse has conducted a nursing assessment. 
 
c. A registered nurse or a licensed practical nurse under the direction 

of a registered nurse has delegated administration of specific 
medications to designated staff for designated participants. 
 

d. A registered nurse or a licensed practical nurse under the direction 
of a registered nurse retains responsibility for the proper 
administration of medications, including: 

 
1) Teaching designated staff proper techniques for medication 

administration and documentation and providing 
appropriate information about the participant’s condition, 
relevant medications, and potential side effects. 

 
2) Establishing a process for routine communication with 

designated staff about the participant’s condition and the 
effect of medications, as well as changes in medications. 

 
3) Assessing the participant’s response to the medication and 

communicating with the medical personnel responsible for 
prescribing the medication as appropriate. 

 
4) Monitoring and evaluating the designated staff performance 

in carrying out the nurse’s instructions. 
 

9. An adult day center shall establish procedures for documentation of 
medication.  At a minimum, this shall include: 

 
a. Documentation of the medication administration task that has been 

delegated and the training provided by a registered nurse to an 
unlicensed staff member for a particular participant, including the 
signatures of both the registered nurse and the unlicensed staff 
member to whom the task has been delegated. 

 
b. Documentation of all medications administered, signature of the 

individual administering the medication, and (if applicable) 
interventions taken to prevent adverse outcomes. 

 
c. Documentation of all instances of refusal of medications. 
 
d. Documentation of all incidents of medication errors and 

interventions taken to prevent adverse outcomes. 
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G. A restraint policy shall define the circumstances in which an adult day center 
would use mechanical or chemical restraints and shall be in compliance with 
Vermont’s Adult Abuse Statute in accordance with Vermont State Law. 

  
H. An incident policy shall include, but is not limited to:   

  
1. Identification of incidents, including, but not limited to: 

 
a. Events that adversely affect a participant’s physical or emotional 

well-being. 
 
b. Alleged cases of abuse, neglect, or exploitation.  
 

 2. Prompt reporting of such incidents to: 
 
 a. An identified person(s) within the adult day center. 
 
 b. Family member/caregiver/legal representative as appropriate. 
   
3. Recording the essential facts of the incident, including the results of the 

incident and any actions which might have prevented the incident. 
 
4. Establishing an action plan that includes the adult day center’s immediate 

effort to address the incident and the long-term effort to reduce risk in the 
future. 

 
I. An emergency closing policy shall outline how the adult day center will announce 

and/or contact participants when the center closes due to bad weather, emergency 
situations, etc. 
 

J. A grievance policy for resolving participants’ concerns or complaints shall 
include, but not be limited to:   

 
1. Process and time frames for each step of the grievance process, 

including a final appeal to the Board of Directors. 
 

2. Responses to participants’ grievances shall be made in writing. 
 
3. A written record shall be kept on each grievance. 
 

K. Involuntary discharge of a participant is the cessation of adult day services when 
the participant or the participant’s family member/caregiver/legal representative 
has not requested or consented in advance to the cessation.  An involuntary 
discharge policy shall include, but not be limited to:  
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1. An involuntary discharge may occur only when: 
 
a. The participant’s care needs exceed those which an adult day 

center is certified to provide; or 
 

b. An adult day center is unable to meet the participant’s assessed 
needs; or 
 

c. The participant presents a threat to self or to other participants or 
staff; or  
 

d. The participant has failed to pay for services in accordance with 
his/her signed billing agreement. 

 
2. In the case of an involuntary discharge, an adult day center shall notify the 

participant and/or a family member/caregiver/legal representative of the 
specific reasons for the discharge in writing at least thirty (30) days prior 
to the discharge;  
 
a. Include a statement that the participant may appeal a center’s 

decision to the Department of Aging and Disabilities within fifteen 
(15) days of written notification; 

 
b. Include a statement in the written notice that the participant may 

continue to attend the adult day center during the appeal; and  
 

c. Include a copy of the center’s grievance policy in a format they 
can understand.  

  
 d. Include the name, address, and phone number of the Vermont  

Senior Citizens Law Project OR Vermont Protection and 
Advocacy OR the Disability Law Project, as appropriate to the 
participant being involuntarily discharged. 
 

3. An immediate involuntary discharge with less than a thirty (30) day 
written notice may occur only when: 

 
a. The participant’s physician documents that the involuntary 

discharge is an emergency measure necessary for the health and 
safety of the participant or other participants; or  

 
b. A natural disaster or emergency necessitates the evacuation of 

participants from the center; or  
 

c. The participant presents an immediate threat to the health or 
safety of self or others.   
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4. In any case of immediate involuntary discharge, the adult day center 

shall: 
 
a. Notify the Department of Aging and Disabilities on the same or 

next business day. 
 

b. Notify the participant and/or a family member/caregiver/legal 
representative of the specific reasons for the discharge in writing 
on the same or next business day.  

 
1) Include a statement that the participant may appeal a 

center’s decision to the Department of Aging and 
Disabilities within fifteen (15) days of written notification; 
and 

 
2) Include a copy of the center’s grievance policy in a 

format they can understand.  
 

3) Include the name, address, and phone number of the 
Vermont Senior Citizens Law Project OR Vermont 
Protection and Advocacy OR the Disability Law Project, 
as appropriate to the participant being involuntarily 
discharged. 

 
XI. Participant Records 
 

A. Upon written or oral request, a complete copy of the contents of a participant’s 
file shall be made available for review to the participant and/or the person(s) 
designated by the participant or his/her legal representative within three (3) 
working days. 
 

B. Complete participant files shall be made available to Department of Aging and 
Disabilities staff upon written or oral request. 

 
C. All contents of a participant’s file shall be typed or legibly handwritten in ink, 

dated, with the name of the recording person with his/her title indicated.  
 

D. The adult day center shall maintain records for each participant that include, but 
are not limited to, the following: 

 
1. Intake:  An intake form shall be completed with the participant and/or a 

family member/caregiver/legal representative prior to the participant 
attending the center. The intake form shall include enough information to 
ensure that the program has enough information about the participant to 
safely and appropriately meet his/her needs while at the adult day center. 
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The intake form may be the center’s form or the form designated by the 
Department. 

 
2. Medical information:   
 

a. If a participant has a physician or a primary care provider, the 
center shall submit a written request asking for a report reflecting 
the current health status of the participant within thirty (30) days of 
the start of adult day services and shall include, but not be limited 
to, the following: 
 
1) Findings or diagnosis(es), including communicable 

diseases. 
 
2) Dietary needs. 

 
3) Physician orders for treatments. 

 
4) Medications. 

 
5) Allergies. 
 
6) Immunization record, if available. 

 
7) Discharge summary, if the individual has been hospitalized 

within the last (3) months, if available. 
 
b. The written request for a follow-up report shall be resubmitted to 

the physician or primary care provider within thirty (30) days of 
the anniversary of the initial report, and more frequently as 
significant changes occur. 

 
3. A signed acknowledgement of receipt of the policies outlined in Section 

X.  
 
4. Service Planning:  Service planning is an inclusive process to enable the 

adult day center to serve the client to the best of its ability.  The service 
planning process shall include the participant, staff, family members, 
caregivers, legal representatives, and other involved parties as appropriate.  
Adult day centers shall utilize a holistic framework in order to ensure that 
all of the clients’ strengths and needs are identified and addressed as they 
pertain to the delivery of adult day services.  Client is defined as the 
participant and/or family members/caregivers/legal representatives. 

 
a. Timeline of Service Planning 

 



19 

1) The initial plan of service shall be written within thirty (30) 
days of the beginning of adult day services.   

 
2) A review of each participant’s assessment, data summary 

statement, plan of service, and progress notes shall be 
completed on a regular basis, but in no event any less 
frequently than every six months.   

 
b. Components of Service Planning: 
 

1) Assessment:  Assessment is the process used to gather and 
analyze information to understand the strengths and needs 
of a client.  The assessment form designated by the 
Department shall be completed for each participant.  
Additional assessment data may be collected as appropriate 
to gain a thorough understanding of the client.     

 
i) Initial assessments shall be completed within thirty 

(30) days of the start of adult day services.  
 
ii) Reassessments shall be completed within thirty (30) 

days of the anniversary of the initial assessment, 
and more frequently as significant changes occur.  

  
iii) The health section of the assessment may only be 

completed by a registered nurse (RN) or a licensed 
practical nurse (LPN).  The health section must be 
signed by the RN who completed it.  If a LPN 
completed the health section, a RN must review and 
sign it. 

 
2) Data Summary Statement:  A data summary statement 

includes a description of the client and outlines client 
strengths and needs. 

 
3) Plan of Service 
 

i) Focus Areas:  The focus areas are those areas of the 
assessment in which issues have been identified that 
need to be addressed with written goals.   

 
ii) Goals:  Goals describe the client-centered 

outcome(s) that will be achieved because service is 
provided.  Whenever possible, goals shall be stated 
in measurable terms. 
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iii) Actions:  Actions describe the activities the staff or 
others (including the client) will carry out to assist 
the participant and/or family member/caregiver to 
achieve the goals. 

 
4) Monthly Progress Note:  At a minimum, a monthly 

progress note shall be maintained.  Sufficient daily and/or 
weekly data shall be documented in the participant file in 
order to support the content of the monthly note.  The 
monthly progress note shall include the following 
components for each goal stated in the plan of service: 
 
i) Date of note. 

 
ii) Documentation of care given. 

 
iii) Documentation of client outcome(s). 

 
iv) New data, as appropriate. 

 
v) Evaluation of goal. 

 
vi) Statement regarding the continuation or revision of 

goal. 
 

vii) Name, signature, and position of the individual 
writing the progress note. 

 
5) End of Service:  Whenever possible, an adult day center 

shall arrange for the participant to receive services from 
other organizations, whether a voluntary or involuntary 
discharge at the end of service.  The adult day center shall 
consult with and obtain permission from the participant 
and/or the family member/caregiver/legal representative 
before making appropriate community service referral(s).  
The adult day center shall document any end of service 
plans made for the participant. 

  
5. Completed permission for release of information using the form 

designated by the Department. 
 

a. The permission for release of information shall be signed and dated 
by the participant or his/her family member/caregiver/legal 
representative within thirty (30) days of the start of adult day 
services, (or sooner if needed) on the same schedule as the 
assessment. 
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b. The permission for release of information shall be signed and dated 

annually, within thirty (30) days of the anniversary of the initial 
review, on the same schedule as the assessment. 

 
6. Accurate and complete documentation of daily attendance. 
 

a. Daily attendance records shall document: 
 

1. The date of attendance 
 

2. The accurate time in and time out for each participant.  The 
time in and time out may be rounded up or down to the 
nearest quarter hour. 

 
3. Daily attendance does not include time spent during 

transportation to or from the center. 
 

b. Adult day centers shall submit the Monthly Report form 
designated by the Department accurately reflecting all hours of 
actual daily attendance and the correct funding source(s) for each 
participant. 

 
c. Billing records shall reflect attendance as shown by the dates and 

times of attendance on the daily attendance records and shall 
comply with the attendance limits approved by the funding source. 

 
7. All documentation as required by all applicable funding sources. 

 
8. If a variance request is necessary per the Policy on Adult Day Funding, 

both the written request and the Department approval shall be on file. 
 

9. Correspondence with family members, caregivers, legal representatives, or 
other community agencies/primary care providers. 

 
10. Incident reports as indicated by center policy. 

 
XII. Adult Day Services:  Based on an established method for assessing the needs, 

competencies, abilities and interests of participants, a number of therapeutic 
activities and services shall be provided.  

 
A. Health Coordination: 

 
1. The staff member(s) providing health coordination services shall have a 

current Vermont Registered Nurse (RN) license and a minimum of 1year 
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applicable experience.  It is preferable that the experience is with elders 
and/or persons with chronic impairments. 

 
2. Job responsibilities of the staff members providing health coordination 

services shall include but are not limited to completing health assessments 
for all participants, contributing to the development of a written plan of 
service for each participant/caregiver that is based on abilities and needs 
as identified in the assessment, evaluating and documenting the ongoing 
services provided for each participant, providing instruction and 
supervision to all direct care staff regarding each participant’s health care 
needs and nutritional needs and delegating nursing tasks as appropriate, 
and practices according to the standards for registered nurses as identified 
in the Vermont Nurse Practices Act. 

 
B: Social Work Services:   

 
1. The staff member(s) providing social work services shall have a MSW and 

at least one year of professional work experience OR a BSW and 2 years 
of experience OR a current Vermont Registered Nurse (RN) license and 1 
year of experience OR a Bachelors degree in another field and 2 years of 
experience in a human service field. 
 

2. Job responsibilities of the staff member(s) providing social work services 
shall include but are not limited to participant/caregiver support, 
contributing to assessments and plans of service, assisting 
participants/caregivers to access and utilize community resources, 
discharge planning, and documentation of services provided. 

 
C: Activities Coordination: 

 
1. The staff member(s) providing activities coordination shall be Activity 

Consultant Certified (ACC) or Activity Director Certified (ADC) by the 
National Certification Council of Activities Professionals (NCCAP) OR 
shall have a Bachelors Degree in a related field and one year of experience 
in developing and conducting activities for the population to be served at 
the center OR comparable technical and human service training with 
demonstrated competence and experience in developing and conducting 
activities for the population to be served at the center. 
  

2. Job responsibilities of the staff member(s) providing activities 
coordination shall include but are not limited to developing and 
implementing therapeutic activities for both individuals and groups, 
contributing to assessments and plans of service, and documentation of 
services provided. 
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D. The following services shall be provided to the client, depending on their 
individual needs. 

 
1. Assistance with and supervision of Activities of Daily Living (ADLs) in a 

safe and hygienic manner; with recognition of participants’ dignity and 
right to privacy; and in a manner that encourages the maximum level of 
independence.  (ADLs include bathing, dressing, eating, toileting, 
transferring, and mobility.) 

 
2. Planned individual and group activities 

 
a. Program activities shall be available to all program participants.   
 
b. A structured program plan of activities shall be available and 

posted daily to assist with orientation.  
 
c.  Participants shall be encouraged to take part in activities, but may 

choose not to do so or may choose another activity. 
 
d. Participants shall be allowed time for rest and relaxation and to 

attend to personal and health care needs. 
 
e. Activity programming shall be available during all hours of 

operation. 
 
f. Programming shall take into consideration individual differences 

in age, health status, sensory deficits, life-style, ethnicity, religious 
affiliation, values, experiences, needs, interests, abilities, and skills 
by providing opportunities for a variety of types and levels of 
involvement.   

 
Programming shall provide a balance of purposeful activities to meet the 

participants’ interrelated needs and interests (social, intellectual, 
cultural, economic, emotional, physical, and spiritual). 

 
Programming shall be designed to promote personal growth and enhance 

the self-image and/or to improve or maintain the functioning level 
of the participants to the extent possible within the setting. 

 
The environment shall be conducive to facilitating activities and 

participants shall be assisted in maintaining maximum mobility 
and independence.   

 
3. Depending on the level of need, health education and counseling shall be 

provided or arranged for at different levels of intensity for participants 
and/or their family members/caregivers/legal representatives. 
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4. When feasible, the center shall provide, formally arrange or contract for 

transportation to enable participants to attend the center.  
 

5. Participants and their family members/caregivers/legal representatives 
shall be assisted in learning about and using community resources for 
financial, social, personal, recreational, advocacy, educational, health, 
caregiver support, and other services. 

 
6. Coordination of community services for participants and/or their family 

members/caregivers/legal representatives shall be provided.   
 

XIII. Nutrition and Food Services.  An adult day center shall plan menus and prepare 
food according to the nutrition and food service standards outlined below.   

  
A.  Menus and Nutritional Standards 

 
1. Monthly menus 

 
a. When meal preparation occurs on-site, monthly menus shall be 

planned, written and posted at least one (1) week prior to the first 
of the month, or sooner as necessary in order to have the food 
supplies ordered and available to produce the menu as written. 

 
b. When meals are catered, the monthly menu shall be planned, 

written and posted at least one (1) week prior to the first of the 
month.  

 
2. Each meal served must provide at least one-third of the Recommended 

Dietary Allowances (RDA) as established by the Food and Nutrition 
Board of the National Research Council of the National Academy of 
Sciences and comply with the Dietary Guidelines for Americans. 

 
3. To the maximum extent possible, special diet needs shall be 

accommodated. 
 
4. The current monthly menu shall be posted in a place accessible and visible 

to all participants and other interested parties. 
 

5. The center shall follow the written, posted menus.  If a substitution must 
be made, the substitution shall be recorded on the written menu or a menu 
substitution sheet. 
 

6. The center shall keep menus, including any substitutions, for the previous 
12 months on file and have them available for review by any authorized 
state official. 
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7. Sufficient food supplies 
 

a. When meal preparation occurs on-site, the center shall maintain 
sufficient food supplies on the premises to meet the planned menu 
for at least one week.   

 
b. When meals are catered, a written plan for emergency food service 

and two days of non-perishable supplies shall be on hand. 
 

B. Suggested Meal Plan:  The guide included in Appendix A provides the basis for 
meal planning. Meals planned according to this guide will help ensure that menus 
meet the standards as outlined in Section XIII.A.2.  In cases of a participants 
advanced age and very light activity, centers may consider individual needs with 
respect to portion size and frequency of eating but shall not compromise overall 
nutrient intake.  In addition to the suggested food servings, fluids shall be 
encouraged throughout the day. 

 
C. Food Service 

 
1. Each center shall provide participants with nutritionally balanced, 

attractive and satisfying meals in accordance with these regulations.  
Meals shall be served at the appropriate temperature and at normal meal 
hours.  Texture modifications will be accommodated as needed. 
 

2. Nourishing snacks shall be available to participants between meals. 
 

3.  Participants shall be allowed an adequate amount of time to eat each meal 
at an unhurried pace. 

 
4. Participants shall be encouraged to feed themselves, using adaptive 

equipment (utensil, dishes) where appropriate.   
 
5. Participants shall be provided with assistance in eating, as needed, by 

properly trained staff.   
 
6. Participants shall be provided with an alternative to the planned meal upon 

request.  The adult day center shall determine what can be reasonably 
accommodated. 

 
D.  Safe Food Handling 

 
1.  Each center shall procure food from sources that comply with all laws 

relating to food and food labeling. Food shall be safe for human 
consumption, free of spoilage, filth or other contamination. All milk 
products served and used in food preparation shall be pasteurized.  Cans 
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that are outdated or have dents, swelling or leaks shall be rejected and kept 
separate until returned to the supplier. 
 

2.  All perishable food and drink shall be labeled, dated and held at proper 
temperatures: 

 
a. At or below 40 degrees Fahrenheit. 

 
b. At or above 140 degrees Fahrenheit when served or heated prior to 

service.  
 

3.  All work surfaces shall be cleaned and sanitized after each use.  
Equipment and utensils shall be cleaned and sanitized after each use and 
stored properly. 
 

4.  The center shall ensure that food handling and storage techniques are 
consistent with safe food handling practices. 
 

   E.  Food Storage and Equipment 
 
1. All food and drink shall be stored so as to protect it from dust, insects, 

rodents, overhead leakage, unnecessary handling and all other sources of 
contamination. 

 
2.  Areas of the center’s building used for storage of food, drink, equipment 

or utensils shall be constructed to be easily cleaned and shall be kept 
clean. 

 
3. All food service equipment shall be kept clean and maintained according 

to manufacturer's guidelines. 
 
4. All equipment, utensils and dinnerware shall be in good repair.  Cracked 

or badly chipped dishes and glassware shall not be used. 
 
5. Single service items, such as paper cups, plates and straws, shall be used 

only once.  They shall be purchased and stored in sanitary packages or 
containers in a clean dry place and handled in a sanitary manner. 

 
6.  Access to the kitchen shall be limited to individuals involved with the food 

service.  Exceptions may be granted at the discretion of the food service 
manager. 

 
7. Doors, windows and other openings to the outdoors shall be screened 

against insects, as required by seasonal conditions. 
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8. All garbage shall be collected and stored to prevent the transmission of 
contagious diseases, creation of a nuisance, or the breeding of insects and 
rodents, and shall be disposed of at least weekly.  Garbage or trash in the 
kitchen area must be placed in lined containers with covers. 

 
9.  Poisonous compounds (such as cleaning products and insecticides) shall 

be labeled for easy identification and shall not be stored in the food 
storage area unless they are stored in a separate, locked compartment 
within the food storage area. 

 
XIV. Facility          
 

A. Primary Adult Day Center Sites 
 
1. A primary adult day center site is the identified main site for the adult day 

provider organization that provides the full range of services and hours of 
operation in a given region. 

 
2. Adult day services shall be offered to participants a minimum of five (5) 

days per week, nine (9) hours per day at the primary adult day center site. 
 

B. New or Satellite Adult Day Center Sites 
 
1. For any provider wishing to obtain state certification and to receive either 

State or federal funding, a written request shall be submitted to the 
Department seeking approval to operate any new or satellite locations 
prior to opening and providing adult day services. 

 
2. Prior to opening and providing adult day services, an adult day center shall 

demonstrate that the proposed new or satellite operation is in compliance 
with the Standards for Adult Day Services in Vermont. 

 
C. Certified adult day centers shall be designed or remodeled to accommodate 

individuals in conformance with the requirements of Section 504 of the 
Rehabilitation Act of 1973, and 28 CFR, Part 36 implementing Title III of the 
Americans with Disabilities Act, P.L. 101-336, and any applicable Vermont or 
local accessibility requirements.   

 
D. Prior to making renovations or additions that will involve structural changes, the 

adult day center shall: 
 
1. Consult the Department. 

 
2. Obtain all necessary town, city, or state permits (including the Department 

of Labor and Industry) prior to structural renovations or additions being 
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made or obtain documentation stating that approval of the work is not 
necessary and have one of the documents available for review. 
 

E. Health and Safety:   
 

1. The adult day center’s building shall be designed, constructed and 
maintained in compliance with all applicable health and safety laws and 
regulations.   

 
2. There shall be sufficient personnel working on a regular schedule and in 

conformity with generally accepted standards to ensure that the building is 
clean, sanitary and safe at all times.   

 
3. Certified adult day centers shall meet all of the applicable fire safety and 

building requirements of the Department of Labor and Industry (DLI) and 
shall be inspected annually. 
 
a. For those adult day centers that are inspected annually by the 

Department of Veterans Affairs for Life Safety Code compliance, 
that survey will be accepted as the annual review as long as a copy 
of the review (and, as necessary, an accepted plan of corrective 
action) is provided to the Department of Aging and Disabilities. 

 
b. For those adult day centers that are inspected annually by the 

Department of Labor and Industry for Life Safety compliance due 
to their location within a hospital or nursing home, that survey will 
be accepted as the annual review as long as a copy of the review 
(and, as necessary, an accepted plan of corrective action) is 
provided to the Department of Aging and Disabilities. 

 
c. For those adult day centers not already being inspected in one of 

the two ways outlined above, The Department of Labor and 
Industry shall complete an annual inspection for Life Safety 
compliance.  

 
F. Environment:  
 

1. A center shall have a sign outside clearly identifying the name of the adult 
day center.  

 
2. An adult day center shall be designed and furnished with consideration for 

the special needs and interests of the people to be served and the activities 
and services to be provided. 

 
3. Lighting in all areas shall be adequate to support the safety of participants 

and facilitate the activities of the program. 
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4. Noise levels shall be controlled.   

 
5. Heating, cooling and ventilation system(s) shall afford comfortable 

conditions for participants. 
 

6. There shall be sufficient furniture to accommodate the needs of all 
participants.  Furniture and equipment to be used by participants shall be 
selected both for comfort and safety, and to enhance personal 
independence of participants.   

 
7. Where possible, a covering shall be provided over one outside entrance to 

protect participants from inclement weather. 
 

8. A telephone shall be available for participants. 
 

9. The center shall make arrangements as necessary for the security of the 
participants and their possessions in the facility. 

 
10. When necessary, arrangements shall be made with local authorities to 

provide safety zones for those arriving by motor vehicles and adequate 
traffic signals for pedestrian crossing 

 
11. Emergency first-aid kits shall be available in the program area.  

 
G. Location and Space:   
 

1. In addition to complying with all applicable building codes and zoning 
requirements, the selection of a site shall be based, to the extent possible, 
on the needs of potential participants, and shall include consideration of 
the following factors: 

 
a. Demographic information and projections 

 
b. Greatest accessibility to the communities from which participants 

are drawn 
 

c. Proximity to other services and facilities 
 

d. Convenience of public or private transportation 
 

e. Safety and security of participants and staff. 
 

2. When possible, the center shall be located at ground level.   
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3. An adult day center may share a facility with another type of program or 
service (i.e. a nursing home, residential care home, or senior center), 
however the adult day center is required to have separate program space. 

 
4. Space Needs.  The center shall have sufficient space to accommodate the 

full range of programs activities and services including: 
 

a. At least sixty (60) square feet of program space for each 
participant.  

 
1) It is strongly recommended that centers serving a 

significant number of people with cognitive impairments or 
those who use adaptive equipment for ambulation or 
medical care provide eighty to one hundred (80 – 100) 
square feet per participant. 

 
2) In determining adequate square footage, only those activity 

areas commonly used by participants are to be included.  
Dining and kitchen areas are to be included only if those 
areas are used by participants for activities other than 
meals.  Reception areas, storage areas, offices, restrooms, 
passageways, treatment rooms, service areas, or specialized 
spaces used only for therapies are not to be included when 
calculating square footage.     
 

b. Sufficient flexibility and adaptability for large and small groups, 
and for individual activities and services. 

 
c. Sufficient private office space to permit staff to work effectively 

and without interruption. 
 
d. Adequate storage space. 

 
e. At least one toilet for every 10 participants, easily accessible from 

all areas. 
 

f. Areas separate from program space that provide sufficient space 
for a rest area, for special therapies, for privacy, and for isolating 
participants who become ill. 

 
g. A sufficient parking area for the safe daily arrival and departure of 

participants. 
 

h. Outdoor space that is used for outdoor activities shall be safe, 
accessible to indoor areas, and accessible to those with a disability. 
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i. Adequate space (such as closets and separate lockers), for outer 
garments and private possessions. 

 
j. Adequate dining, kitchen and storage space shall be available for 

meal and snack service as outlined in Section XI. 
 
XV. Waiver:  An adult day center may request a variance to any of these standards by 

contacting the Department.   
 

A. A variance may be granted if: 
 

1. Strict compliance would impose a substantial hardship on the participants 
or the service providers. 

 
  2. The goal of the standard will otherwise be met. 
 

3. The variance will not result in less protection of the health, safety, and 
welfare of the participant. 

 
4. The variance will be in compliance with applicable state and federal 

regulations. 
 

B. The variance request shall include: 
 

1. The standard for which a variance is being requested. 
 
2. An explanation of why the standard cannot be met by the center. 
 
3. The extent to which the center will be able to meet the standard. 

 
4. The timeline in which the center will come in to compliance with the 

standard, if applicable. 
 

C. The Department shall respond in writing within sixty (60) days of receiving the 
variance request. 
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Appendix A 

 
Nutrition Servings 

  Suggested  What Counts 
Food Group   Servings  as a Serving 
 
Bread, Cereal,   2   1 slice bread, tortilla 
Rice, Pasta      ½ bagel, English Muffin 

½ hamburger/hot dog roll, pita 
½ cup cooked cereal, rice, pasta 
1 oz ready-to-eat cereal 
3-4 small or 2 large crackers 

         
Fruit    1-2   ½  cup 100% fruit juice 

1 medium apple, banana or other fruit 
½ cup fresh, cooked or canned fruit 

       ¼ cup dried fruit 
 
Vegetables   1-2   ½ cup cooked or chopped raw vegetables 
       1 cup leafy, raw vegetables 
       ¾ cup vegetable juice 
 
Milk, Yogurt,    1 or more  1 cup milk, yogurt 
        
Meat, Poultry,   1 (2-3 oz/meal) 2-3 oz cooked lean  
Legumes, Eggs     meat, poultry or fish 
Cheese, Nuts       

or a combination of at least 2 of the following:  
        1 oz meat, poultry, fish 

½ cup legumes 
1 egg 

        2 tablespoons peanut butter 
        1 oz cheese 
        ¼  cup nuts 
 

• At least one serving of citrus fruit or other fruit or vegetable rich in vitamin C shall be 
served each day. 

 
• At least one serving of fruit or vegetable rich in vitamin A shall be served at least every 

other day. 
 

 


